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Chief, “mnarement Staff 3 May 1957
Chief, lecords lanarement Stafl

weekly Zeport - Week indiag 1 Hay 1957

Le {:mztributiang

ne dsngible

(1) Seven new and revised forws completed; one form
eliminsted,

(2) FPrepared an artiels for the Support Bullentin on
Reports Manazcment.

(3) A& revision was made in the Fecords Control schedule
for 072 providing for more timely disposition of
certain of their records.

(k) The “ecords Center pseeived 21 cubic feet of inactive
records; 70 cubic feet were trensferred or distroyed
by the Center,

be In% ble
Hone
2« Aszignments (Active)

8, Hecords Disposition “urvey, OCR - all schedules in process
of coordination.

be Thiity-four new amd revised forms in process.
Ce “ecords Management Survey, Spock Managemsat and Ke-wuire-
ments Section of loglstics Uffive - a central file system

is being installed; all fiies huve been screened and con-
solidated, )

de Heview of requisitions for new filing equipment.

B I;mtamtian of filing system, *I, Uuided ¥issiles Divi-
5i00,

Te Use of "heif Filing, Office of Security = further develop-
ing floor plan.
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Jse of Shelf Filing, #iowvenhic Tezister - bids for equipe
ment o ned 2nd of Xay.

Use of Shelf Flling, Industrial legister - agresment has
bean reached to test ane it of shelfinge

Use of thelf #41 ay, Lozisties Uffice - ssaisting Area
Hseorde Officer in preparing & floor plan providing feor
centralisation of tuenty-eight S-drawer fiiing cabinsts
and the use of one unit of steel snelfing on a test dusis,

hesirn-ents (Inactive)

Hecords Dimposition Survey Co-mission Staff - awaiting for
farther infor-ation from 554/009 in order to camplete preject.

Laws

&« w0 momber of this staff atbended the Annual Conference of
flecords Manugement of the itoric inergy Cormission.

b. ‘lecords Hamagement “taff peruonnel spemt 5.8% of availahle
time during April in 07 eonducted treining courses. One
the-job tralning and the Manugement Lecture %eries brought
the totsl time credited to treining wp to 128 for the iee-
ords “anazement Staff,

¢+ Colonel »hite and ¥r. Louston visited the Records Ceanter,

/ e
eJ (3 May 1957)
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